METP Desk Aid

Remember-
e Status of the participant can change (Mandatory to Voluntary and Voluntary to
Mandatory)

e If an individual applies for food stamps today then comes straight to the office the
ABAWD enrollment will not be in Toolbox

e \While service notes are important, you must ensure when a service is provided it is
recorded appropriately in Toolbox
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Enrolling an ABAWD

r—

1. Locate and open the Job Seeker
record.

2. Ensure the customer has a WIOA
Adult Career enrollment.

3. Customer should be showing a
METP ABAWD in the possible
enrollments area of the Seeker Info
tab.

4. Click on Employment Plan icon

|

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker

File Edit Mawigation Options Ulility MO Utility Window Help

PORBLAAOAIVARSVIFERA BHCKSE « » I

| CHRISTINA SIMMONS (573)526-8115

’@Seeker Bcreen - SHANMNAN D BRADY (#H#H-6732)

E=N IR~

P> Find Sesker Seckerifo | Des JobThe | EduCert | WorkHistory| Referrals | CoreEnroll | Other | Scratch Pad | Sve Referral | Adv. Query

— Mame and Address Information

— Weteran Information

Ul Ben Year Beg Dt{nactive | |

Mailing Address: Street Address:
[METP | [aBAWD [123 METP WAy [
Phone Mumbers. | |
’7Hnme:| Celtf [JeFFERSON CITY [uc [s5101 [ [
Wurk:| Other:| Bad Address| Homeless ¥ Ernail:|
— Personal Information — Seeker Status
Date of Birth| 04121119856 | Age] 29 | [V searchable _ Status _ Date as Workkeys ID;
Emp Exchange:| Active IWI n I_EL
Gender:’? v Share resume Case Management]Active Next Appt Time:

Next Task 122315

Vet Status:|N - None + | Transition: - Dizlocated Date: " EB
Actual Enroliments Possible Enrollments.
WA ADULT CORE,WIDA METP ABAWD
E E:w;;v Ssaparm_ﬂd |served From| ServedTo | ADULT CAREER,WIDA Adutt
- s llEn I | g || Detooszaesstz
Print on Summary (Resume) | | - e D#li
[ Service Ended by Disablility — Gervices Provided
Date Type of Service Employment Counselor .

Branch:| ||| [11/2515|wia Followup CHRISTINA SIMMONS B
Have you attended a TAP workshop Show Me Hero| 10/08/15 |WIA Followup CHRISTINA SIMMONS
in the past 36 monthe?| =] _ 09/08/15 | WIA Followup CHRISTINA SIMMONS

Status Verifisd| DE/0S/15|Career Guidance CHRISTINA SIMMONS - |

Source: |ANTHONY SMITH || Partial Seeker

[ Restricted [ S5N Discrepancy

[ Deceased Wb Info |

@ Save

| 3 Cancel

Enter the beginning month and year of military service in MWDDYYYY format (LOV)

Record: 11

<08C=
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5. Place a checkmark in the
checkbox next to METP ABAWD

6. Click on the Enroll button.

|£:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan
File Edit MNavigation Options Utility MO Utility Window Help

POBBRAAOAITVOAGSVIRFEEG BECKSE « » @

| CHRISTIMA SIMMONS (573)526-8115

@Empl{)}'ment Plan - METP ABAWD (##-#8-6732)
Enroliment ‘ Appropriateness ] Employment Plan l

Progress l Closures ]

=N R (==

r— Eligible Enroliments

| DWD Eligibility I Referral System Programs RefDt DCN ID
r {METP ABAWD 0053948512 :|
- m _| I show Clos..
I Other Potential DWD Programs

Al
VerifyDate] | r || e |
u | = Delete
I 6 <+ Enrall ‘ Agresment ‘

— Actual Enroliments

Program Start Dt | End Dt | Trade 2002
W& ADULT CORE 0610515
WIOA ADULT CAREER 07015
WIDA Adult 071515

RN R R

Cops!

[~ Show Clos...

[~ External Counselor | Recalled by Trade Affected Employer

@ Save ‘ 3 Cancel

CDOK ANn4Ann- At firet rocard
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|£:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan EI@
File Edit Mawvigation Options Utility MO Utility Window Help

POBBRLAOMKIVEAES2VEREBRBECKSE « v @

@Employment Plan - METP ABAWD (#H#-H-6732) | CHRISTINA SIMMONS (573)526-8115
Enroliment l Apprupriatenessl Employment Plan ] Progress l Closures ]
r— Eligible Enrollments
| DWD Eligibility | Referral System Programs. Ref Dt DCN 1D
- m :‘
= o B
= |
. . = m _| T show Clos...
7. METP ABAWD now displays in -
the ACtuaI EnrO“mentS Other Potential VWD Programs
VerifyDate] | r || |dead
r | = Dekete
7 # Enrall | Agreement |

End Dt | Trade 2002
METP ABAWD [ Oopa!
Wla ADULT CORE 06/05/15 r
WIDA ADULT CAREER 07/01115 r [ Show Clos...
WIDA Adult 07MSM5E r
r
-
[ External Counselor | Recalled by Trade Affected Employer |<&”}‘Save 3 Cancel

Transaction complete: 1 records applied and saved.
Record: 11 =0SC=

DWD Technical Training March 2016 Page 4



Provide Services

Appropriate services can be 9002 Seeker Services and/or employment
plan services. A service note does not count! You must ensure a
legitimate countable service is recorded on the employment plan
and/or in the Services Provided area of Toolbox each time the customer
is provided legitimate assistance.
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8. In this example, | provide this
participant two 9002 seeker
services on 12-10-15. These
services will be sent to FSD in the
nightly batch, and will count
towards the participant’s 80 hours

| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan

File Edit Mavigation Options Utility MO Utility

POBBA,FOH VAT S S HBA ARTKSE « » @

Window Help

=t 5

SEERE SUESI - IvIE T T2 IS DIV ND 0 D s 0 ﬂ
Find Seeker Seeker Info IDE:SJDh Trtle] Edu/Cert l Work H:stnry] Referrals ] Core Enroll l Other l Scratch Padl Svc Referrall Adv. Quen
[ Name and Address Information Wailing Address: Street Address:

[METH | [ABawD [123 METP WAY |
Phone Numbers | |
’7Hﬂmei| celt| [JEFFERSON CITY e [es101 | [
Work Other Bad Address|  Homeless /¥ Email |
r— Personal Information — Seeker Status
Date of Birth:] 042111985 Aged 2% | ¥ Searchable _ Status _ Date Last Update Workkeys ID;
I_ = <n Emp Exchange: & ctive 12M0M5 1211015
Gender| F Are resume Case Management| & ctive Next Appt; Time:
— Veteran Information Ul Ben Year Beg Dt Inactive | | Next Task]12/10/15
Vet Status:|N - None | Transition: - Dizlocated Date; [~ EB
rollments Pessible Enrolments
Job Contacts ME D, W& ADULT
I Recently Separated ' e
» 5:”3" ly Separa kopi0]11682479 |cofl 8 | anuLT career,
DCN:| 0053948512 'V
[ Print - Trainee D% ‘
[ Servi Notice there are —
services listed here Date Type of Service Employment Counselor

for 12-10-15 which is
the day of
enroliment

12/10M5[Job Search Activity

EDWWARD GREENSLIT

|

12/10/15|Resume Assistance

EDWWARD GREENSLIT

11425015 (WA Followup

CHRISTINA SIMMONS.

10/08M 5 |WIA Followup

L

CHRISTINA SIMMONS

Source: [~ Deceased @ Wb Info @ Save ‘ € Cancel

‘ f
Query Returned no Rows!
Record: 11 =08C>
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Enrolling a Voluntary

1. Locate and open the Job Seeker
record.

2. Ensure the customer has a WIOA
Adult Career enrollment if the
individual is 18 or older.

3. Click on Employment Plan icon.

|£:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan

File Edit WNavigation Options Utility MO Utility Window

PORABRAAOMAIDARSVIFBQ BHSHKSE| « » @

@Seeker Screen - MICHAEL GALAN(F#-H##-6548) | Mo Primary Counselor Assigned
ind Seeker Seeker Info l Des Job Title l Edu/Cert ] Work History l Referrals ] Core Enroll l Other ] Scratch Pad l Syc Referral ] Adv. Query
[~ Mame and Address Information Wailing Address: Sfreet Address:

3

Help

[o]E =]

[ Recently Separated
[ served in Campaign

|Serv91|:l Fr|1rn|| Served To |

Actual Enroliments

[weTP [ [voLunTary [1257 VOLUNTARY WAY
Phone Numbers | |
’7Home:| Cel| [JIEFFERSON CTY [uc [s5101 [
Work] Other| Bad Address| Homeless ¥ Emait|
r— Perzonal Information — Seeker Status
Date of Birth:] 09/02/1961 Age{ 5¢ | V' searchable —Stalus__Date Last Undate Workeys IB:
7 sn Emp Exchange:|active  ||11/23/15 12/0815 825050018
Gender:| M are resums Case Management: &ctive Mext Appt; Time:
— Veteran Information Ul Ben Year Beg Dt|inactive | | Next Task:
Vet Status:|i - None x| Transition: =l el | E8
Poszsible Enroliments

DCN{0065082473

Wls ADULT CORE WIOA

ADULT CAREER

[ Print on Summary (Resume) | | . Freree D#li
[™ Service Ended by Disabliity | e Cervices Provided
Date Type of Service Employment Counselor | .
Eranc:h:| ﬂ 11/23/15|Job Referral Counselor Web
Hawve you attended a TAP workshop Show Me HEI’GIT 5 Hob Re sl CounslogIAICH
in the past 36 menths? l—Ll . 11/23/15|Job Referral Counselor Web
Status Verified| 11/23/15|Job Referral Counselor Web -
Source: |Default Counselor [ Partial Seeker
urce: | ||— SN Discrepancy [ Deceased #8 wisb Into {37 Save | 3¢ Cancel

[~ Restricted

Enter the beginning month and year of military service in MMW/DD/YYYY format (LOV)

Record: 11

=0SC=
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4. Choose METP Voluntary from
the List Of Values found under the
category of Other Potential DWD
Programs

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment §
File Edit Mavigation Options Utility MO Utility Wind
PORBRAOAHITOQR
@Emplormenl Plan - METP VOLUNTARY (#####-6548)
Enroliment l Apprnpnatenes-s] Employment Plan l A

= E=3(EoR >
Find|%
> —F || 4 »
ragram
H-1B I
Jobs Plus

Labor Exchange Counseling
Long-Term Unemployed

METP Voluntary

Wigrant/ Seasonal Farm Worker

Find Cancel

Mi==ouri Probation and Parole -
4 | »

[ Show Clos...

J = Add

r— Eligible Enreliments
| DWD Eligibility |

- r

r -

r r

r r

[ —

VerifyDate| | 4 4 —ﬁ|»

-

| — Dekete

* Enrall | Agreement |

r— Actual Enrolments

Program

Wia ADULT CORE

WI0A ADULT CAREER

0705

Oiops!

[ Show Clos...

CWR RN W

[ External Counselor | Recalled by Trade Affected Employer

Record: 11

| 3 Cancel

=08C=
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5. Place a checkmark in the
checkbox next to METP
Voluntary

6. Click on the Enroll button

-

|£| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan
File Edit Mavigation Options Utility MO Utility Window Help

SE=]

POBRBRAOHAITARS2VIFHG BEEKSE « > @

‘@ Employment Plan - METP VOLUNTARY (#H-##-6548) | EDWARD GREEMSLIT (573)522-3017
Enroliment | Apprupriatenml Employment Plan | Progress | Closures |
r— Eligible Enroliments
| DWD Eligibility | Referral System Programs Ref Dt DCN ID

n I

- -

- r

- u [~ Show Clos...

| | — Other Potential DVWD Programs

VerifyDate] | 5 | [METP Voluntary | = Add
u | = Delete

I 6 H ¢ Enrall | Agreement |
| |

r— Actual Enrolments

Wla ADULT CORE
WI0A ADULT CAREER 070115

[~ Show Clos...

Nyt

1 Cigps! |

[™ External Counselor [ Recalled by Trade Affected Employer

(E")‘ Save

| 3 Cancel

DWD Technical Training March 2016

Page 9



7. METP Voluntary now displays
in the Actual Enrollments

|£:| Toolbox 2 (Test) Powered by Oracle1lg - Employment Plan EI@

File Edit Mavigation Options Utility MO Utility Window Help

PORBARAAOMAIDARSVIFAG BEECKSE| « » @

@Emplorment Plan - METP VOLUNTARY (##5-##-6548) | EDWARD GREEMSLIT (573)522-3017
Enroliment ] Appropriateness ] Employment Plan l Progress l Closures l
r— Eligible Enroliments
| DWD Eligiility | Referral System Programs. Ref Dt DCH ID
= m
- H I
u = [~ Show Clos.
r m> w
I | Other Potential DWD Programs
Al
Verify Date] = r [ S
- | = Dekete
¢ Enroll | Agreement |
Program

METP Voluntary Copsl
WA ADULT CORE 1211514

WIOA ADULT CAREER 070145 [ Show Clos...

NN RN W

[ External Counselor [~ Recalled by Trade Affectsd Employer | 3 Cancel
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Provide Services

Appropriate services can be 9002 Seeker Services and/or employment
plan services. A service note does not count! You must ensure a
legitimate countable service is recorded on the employment plan
and/or in the Services Provided area of Toolbox each time the customer
is provided legitimate assistance.
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Using METP Specific Services

METP Employment- Used when an ABAWD or Voluntary participant tells you they have some level of employment.

METP Education- Used when an ABAWD or Voluntary participant tells you they are participating in education or training.

METP Supportive Service (TRE)-Used to request payment for Transportation Related Expenses. This should be entered and
closed the same day you wish to pay the TRE.

METP Supportive Service (WRE)- Used to request payment for Work Related Expenses. This should be entered and closed
the same day you wish to pay the WRE.

METP Funded Training-Used when the participant is in training/education funded by METP.
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Adding a Transportation Related Expense
(TRE)

1. Locate and open the Job Seeker
record.

2. Choose the Employment Plan
icon

|, |

| £ Toolbox 2 (Test) Powered by Oracle11g - Employment Plan

File Edit Mavigation Options Utility MO Utility Window Help

=N e 5

[ Recently Separated [served Froml Served To |
[ served in Campaign | | | -

Actual Enrolments

PORBALAFOMAIVARSVEIHFEE BEHCKSE « » @
'@Seeker Screen - TAMMY M SCHOOLEY (##H+-##-5689) | DEMMIS JAMES (636)456-9467
*Find Seeker Seeker Info I Des Job Trtle] EduiCert ] Work Histnryl Referrals l Core Enroll l Other l Scratch Pad] Sve Referral] Adv. Query
[ Mame and Address Information Mailing Address: Street Address:
[WETP | |aBawD [127 ABAWD LANE |
Phone Numbers | |
Home:| Cell| [IEFFERSON CITY luc [es101 | [
Work] Other: Bad Address| Homeless[ Emai]
r— Personal Information — Seeker Status
Date of Birth:] 0411011974 Age] 41 | [ Searchable Status _ Date Last Update Workkeys ID:
Emp ExchangeActive [ 01/07/16] MATHE ’—EY_
Gender F I Share resume Case Management{s ctive Next Appt: Time;
— Veteran Information Ul Ben ear Beg Dt nactive | | Next Task:
\et Status N - None - | Transition: - Dizlocated Date: I EB

Possible Enrolments

Job Contacts|
Pupp D2 10347815

WA ADULT CORE,WIA Adult,
WIDA ADULT CAREER WIDA
DCH:|pos474 7927 |Adutt, METP ABAWD

[ Print on Summary (Resume} | I ! e
™ Service Ended by Disablility —ervices Frovided
Date Type of Service Employment Counselor .
Branch:l j 01/07/18 |Job=MoGov Self Job search Counselor Web I
"
Hawve you attended a TAP workshop Show Me HEFDIT B1RY16/ Tob He ferral Counsehnavieb
in the past 35 months? - _ 01/07/16|Job Referral Counselor Web
Status Verified| 01/07/16 [ Job Search Activity HEATHER SCHMWIDT -
Source: |THERESA BALLEW [ Partial Seeker
= Restr|ic13d = Discrepancy " Deceased i Wehlnfo {7sawe | X cancel
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3. Select Employment Plan tab

| £ Toolbox 2 (Test) Powered by Oracle
File Edit Mavigation Options Utili

PORBRAULSCH

ility Window Help

=N ECR =
QReVENEBE BIFECKSE « »

[ Show Clos...

| A

@Employment Plan - METP ABAWD (#8#g9#-5689) | DEMMIS JAMES (636)456-9467
Enrolment \ Apprﬂpriatenessl Employment Plan ] Progress l Closures ]
— Eligible Enroliments
| DWD Eligibility | Referral System Programs Ref Dt DCN 1D
- r
|— |—
|— |_
- r
| | DOther Potential WD Programs
Werify Date:l:l [
-

< Enrall

| Agreetment ‘

| | = Delete

— Actual Enroliments

Program

Start Dt | End Dt | Trade 2002

Qops!

[ Show Clos...

W& ADULT CORE 0 3 |
WA Adutt 01/05M5 I
WIOA ADULT CAREER o7ins I
WIDA Adult a7nTMS [
METP ABAWD 01/0TNe [

r

[ External Counselor | Recalled by Trade Affected Employer

| 3¢ Cancel
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4. Double click in the Objective
field

5. Click on the drop down arrow
to display list of objectives

6. Choose METP Services

ARG SE « » M

[ (=
= [=] | X

DWD Technical Training March 2016
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7. Choose METP Supportive
Service (TRE) from the listing
8. Click the Select button

'@Serﬁces

By Objective l Service Treg Key Word

] Alphabetically ]

Objective:| MIETP Services

— Services [ Activities

METP Education

Service Definition

METP Employment
WMETF Supportive Service (TRE)
METP Supportive Service (WRE)

METP-Funded Training

Uzed to reqguest payment for Tranzportation
]elated Expenzes

@Selec’t | ’B Close

DWD Technical Training March 2016
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File Edit Mavigation Options Utility MO Utility Window Help

POHBRAFOMAI VAV EFEBE BEHGCKSE « » M

01/0515
31509200 Medical Assistants
Ful-time steady employment, training for medical az=sisting

Tammy dees not have any certifications or Licenses that will allow her to
work in the Medical Field specifically medical assisting..

9. Click the Save button

METP Services
METP Supportive Service (TRE)
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10. Service is now saved to the
employment plan

NOTE: This service must be closed
to request the payment

File Edit Mavigation Options Utility MO Utility Window Help

=

POEHBLAFOMIVERSVIEREGE BEGCKSE « > m

[=- METP Services
Medical Assistants

L METP Supportive Service (TRE)
FulkHtime steady employment, training for medical assisting

I 10
Tammy does not have any certifications or Licenses that will allow her to

work in the Medical Field specifically medical assisting..

s
—
-
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| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan E@
File Edit Mavigation Options Utility MO Utilit_n.r Window Help

CHBRAAOHITVABSVIFEHG BEFECKSE « » @

'@Employmem Plan - METP ABAWD (###-#8-5650) |  DEMMIS JAMES (F36)456-9467
Sacaomant | & . wment Plan l Progress ] Closures

E @ Date List of Values e %

11. Double Click in the End Date = | S ~- METF Services
. February 2016
field S - o— = L METP Supportive Service (TRE)
12. Choose the End Date (System - ,%,T""',T,T,_,_ 1
will default to current date) pooom @i
13. Click the Ok button ,1—-,?,7,?,?,? Lcunpleed
. . N = Service in Error
14. Double click in the Outcome e 21 [22 [ |2 [ [ |2 ||| ]
field 12 = ;
15. Choose Completed — i
16. Click the OK button . S canca | | L
13 1 + A Service| Comments‘ ﬁ Verificatinn|
Status: Type:
= |
End Date: Qutcome: | Date Ass-igned Selection Ends
Dl Service‘ | |
Objective: te I] 9/16 ﬂ
B schedul Plan -|- ey P | Fian @ Save | 3¢ Carcel ‘ $ Payment ‘ & MECH | TRA, ‘
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File Edit Mavigation Options Utility MO Utility Window Help

FPORBRAOAI VABS VS HEQ BECKS D « » m

=
[=- METP Services
17. End Date field i D1R5NS L METP Supportive Service (TRE)
p(.)pur;atedate '° 1S now 31505200 Medical Assistants
18. Outcome field is now Full-time steady employment, training for medical assisting
populated

19 C"Ck the Save bUttOI’] Tammy does not have any certifications or Licenses that will allow herto &
! work in the Medical Field specifically medical az=isting.. hd

METP Services 02/28M18

pportive Sg
17 18
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| £ Toolbox 2 (Test) Powered by Oracle11lg - Employment Plan EI@
File Edit Mavigation Options Ulility MO Utility Window Help

PORBEA FOREITCEDSVIREE BECKSE « »

'@Emplnyrﬂentplan—METF’ ABAWD(#H-H-5689) | DEMNMIS JAMES (636)456-9467
Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
[ Show Closed Services |  Show Closed Tasks  EQ Notice: Plan) 1 |of| 2 ‘ J
I:I ‘ ’ —METP Services
* Start Date:|g41/05/15 Clusecl:l | | | el L were Supportive Service (TRE)

*ONet{31909200 [Medical Assistants |
. * Goal|Fytime stea dy employment, training for medical assisting ﬂ
20. Click OK on the popup =
# Justification:|Tammy does not have any certifications or Licenses that wil allow herto =
LMI work in the Medical Field ¢ :

For x|

Objec'th.re:lr.1ETP Services & Please make the TRE payment then save the sernvice.

| Service:|METP Supportive Service (TRE) 5 =
10 # Hourly Wage: |: Ser\fice| Commerd3| v Verificaﬁon‘

A tatus: Type:
= [l Taszk
| =|f ] x

End Date:|nz/79118 'UUtDﬂ'l'ﬂB1|Cum|::-I&ted 20 : Date Assigned Selection Ends
el Service | |
| Objective] | Start Date: 022816 |
B schedule | ¢ Prirt Plan | = Ml P|an| = Del Plan ‘ {% save | 3¢ Cancel | & Payment | 3 MECH | TRA |
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan E@
File Edit Mavigation Options Ulility MO Utility Window Help
+ 7q.0
PORBLAOAIVOASVERAG BHEEGKSE « >
] ) {# Employment Plan - METP ABAWD (###-#%-5689) I DEMNNIS JAMES (636)456-9467
Zt}eglfsts;;?ﬁgfll[gg%eryou wish to Enrolment l Approprigteness  Employment Plan l Progress l Closures l
' - ices | Show Closed Tasks EQ Notice: Plan] 1 |of 2
Sfow Closed Services o = I:l ‘ | ’J —FMETP Services
Example: Customer began travel #Start Date01/05/15 Closed] I | = L METP Supportive Service (TRE)
to and from work on 2-22-16 so 2- ! , ,
'UNET-|31 S0S200 |r.1&d|cal Assistants |
22-16 would be the start date for « Goat|Fu e stond ; P ——————— =
this TRE payment so enter 2-22-16 ulHtime steady employment, training for medical assisting j
in the start field. L
* Justification:| Tammy does not have any certifications or Licenses that will allow her to ﬂ
. . . LMl work in the Medical Field specifically medical assisting.. -
22. End date field is the date TRE is ° Y ’ =~
being paid. o ObjectiveMETP Services | Start Date{n2/20/16] |
23. Enter round t”p Mlleage for all Service:|METP Supportive Service (TRE) | Hours: 21 22 =i
days you are requesting payment 10 & Hourly Wage: - Cummerds‘ A Werification
for. Must be whole numbers no < Add Task
decimals are allowed — Del Tazk Payniit .

24. Tab out of the field and e | ta fu";mm l"‘"““ i“”“””‘
Toolbox will calculate the TRE End Date02/20/16 | Outcome:|Compicted ool Sar ‘
Amount — 2 Service

Objective | Start Date{02/29/16]| - D |
| . == kd 23 |
B scheduls | . Print Plan | = Mew Plan| — Del Plan ‘ (% Save | 3¢ Cancel ‘ % Payment | 3 MECH | TRA ‘

DWD Technical Training March 2016 Page 22




| £y Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan | = || [=] || 13 |
File Edit Mavigation Options Utility MO Utility Window Help
A L
PORBRALAOAIVARSVEREE® BECKSE « » I
@EmplﬂyrﬂentF‘lan-METF’ ABAWD (FH-H#1-5689) | DEMMIS JAMES (636)456-9467
Enroliment l Appropriateness  Employment Plan I Progress ] Closures l
[~ Show Closed Services | Show Closed Tasks  EO Hotice: Plan] 1 |of| 2 ‘ J
I:I ‘ ’ -~ METP Services
® Start Date:|p1/05015 cmacl:| | | | -l L meTPR 20 pportive Service (TRE)
* ONet:|31908200 Medical Assistants |
* Goal|Fy|1time steady employment, training for medical assisting ﬂ
hd
25. Click the Ok button * Justification:| Tammy does not have any certifications or Licenzes that wil allow her to ﬂ
26 ClICk the Save button LK1 work in the Medical Field specifically medical azsisting.. -
Objective: METP Services | start Date{0z/29/16
Service:|METF Supportive Service (TRE) Hours: + =
/ : Add Service Comments: Werification
Jo# Hourty Wage: - ‘ | [
] L S Add Task
=[] Tazk
—_— &gﬁment End Wileage Amount
[ozizzrz016 |ozeavzoie [100 | 37.00
End Date:|oz/2816  Outcome:|completed I 26 I — o Servic:E|
—
Objective:| | Start Date:loz/20/15
— 25 H oK
B schedule ‘ (L Print Plan | o hew Plan| = Del Plan | {% Save ‘ 3 Cancel ‘ % Paymert | £ MECH ‘ TR&, ‘

Page 23
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27. Click the Ok button

File Edit MNavigation Options Utility MO Utility Window Help

PORBALAOMIVAGS2VIRENG BECKSE « p @

010515

1 2

31509200 Medical Assistants

Ful-time steady employment, training for medical aszisting

-

Tammy does not have any certifications or Licenses that will allow her to _:l

work in the Medical Field

METP Services Closures are permanent. Are you sure that you want to

H P
METP Supportive Service (TRE continue’

02/29/15 Completed 27

02281186

[=-METP Services
L METP Supportive Service (TRE)
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28. METP Supportive Service
(TRE) is now closed

Eile Edit Mavigation Options Utility MO Utility Win

FPORBREAOM I VR

01/05/15

Help

dow
S2VSHFRHE BEHGCKSE « » @

318058200 Medical Assistants

Ful-tiime steady employment, training for medical assisting

Tammy does not have any certifications or Licenses that will
work in the Medical Field specifically medical assisting..

02125116
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NOTE:A service note must be entered «
each time you request a TRE payment

| £ Teolbox 2 (Test) Powered by Oracle 11g - Employment Plan
File Edit Help

i

-

I~

=]
o

m

g

\

7 E . . o s ® Lo .
@ @NOIES for Seeker - METF ABAWD (f#H#-##-2689)
|

| DENNIS JAMES (636)456-9467

(= [ sl

r— Search Criteria Exclude Background Check |
Note Category: - ' Clear = Add
Counselor:| B Search — Delete
Date: - Jui s
Date |Mote Category Subject Counselor Flhw-Up Dt

0 6|Supportive SerMETP TRE EDW.ARD GREENSLIT :
01/07i16 |Customer Cont{METP Paperwork HEATHER SCHMIDT 02/04/16
1217115 |Customer Cont{Jeb Referral DENMIS JAMES

1042815 |Customer Cont{Jobs team USTIN MYERS

10620015 | Customer Cont{Phone call ILL WILLIAMS

10014415 |Customer Cont{walk in visit ILL WILLIAMS

10/08/15|Supportive SerUpdate ILL WILLIAMS 10620015
08430415 |Supportive SernTransportation and update ILL WILLIAMS

08/19¢15|Customer Cont{Job referrals ILL WILLIAMS

081715 |Customer Cont|Update ILL WILLIAMS -

i Select Al | L Deselact A||| g Print

{:3? Save

Submitted TRE request for this METP particpant 20 miles round trip each day for S days 2-22-16 thru 2-256-16 total of 100 miles

‘ 3 Cancel ‘ ’B Cloze |

“

DWD Technical Training March 2016

Page 26



Adding a Work Related Expense (WRE)

1. Locate and open the Job Seeker
record.

2. Choose the Employment Plan
icon

B

|£| Toolbox 2 (Test) Powered by Oracle 11g - Seeker

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAOAHAITCAGS2VIFRHQABESKSSE « »

@Seeker Screen - METP ABAWD(#HEHH-6732) |

Find Seeker Seeker Info lDas.Iub Trtle] Edu/Cert l Work Histury] Referrals l Core Enroll l Other ] Scratch Padl Sye Referrall Adv. Query

CHRISTINA SIMMONS (573)526-8115

[o] o)

— Name and Address Information

Mailing Address: Street Address:
IMETH | [aBawD [123 WETP Way |
Phone Numbers | |
Home:| Cell| [JEFFERSON CITY [c [ss101 [ [
Work] Other| Bad Address/  Homeless ¥ Email
r— Perzonal Information r— Seeker Status
Date of Birth:| 04/21/1985 Age: ¥ Searchable _ Status _ Date Last Update Wiorkkeys ID:
Emp ExchangefActive  |[12/10/15] 12010115 ’—EL
Gender| F I Share resume Case Management| Active Mext Appt: Time:

— ‘eteran Information

Vet Status:| | - None v || Transition: =

[ Recently Separated [served From| Served To |
[ Served in Campaign | | E

[ Print on Summary (Resume) | | .

Ul Ben Year Beg Dt{nactive | |

Dislocated Date: [ EB
Actual Enroliments

Next Task 12/23/15

Possible Enroliments

Job Contacts| METP ABAWD,WIA ADULT
App ID{11888475 |CORE,WIOA ADULT CAREER,
DCh 0053948512 [WIOA Adutt

| = Trainee I0¢#
[~ Service Ended by Disablility ==
Date Type of Service Employment Counselor .
Branch:| | || [12110/15]Job Search Activity EDWARD GREENSLIT i
Have you attended a TAP workshop Show Me Hernl_ 1211015 |Resume Assistance EDVWARD GREENSLIT
in the past 36 months?| < | _ 1142515 [WIA Followup CHRISTINA SIMMONS
Status Verified | 10/08H5 WA Followup CHRISTINA SIMMONS - |
Source: |ANTHONY SMITH | Partial Seeker
I Restricted [ S5N Discrepancy [ Deceased @ Wik Info | @ Save | ¥ Cancel
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3. Select Employment Plan tab

P— Sepiva

| £ Toolbox 2 (Test) Powered by Oracle,
File Edit Mavigation Options Utili

PORBRAUA SO H

tility Window Help

=N ECR ==

ReSvIFEHE BECKSE « rm

@Employmenl Plan - METP ABAWD(#HSH -6732) | CHRISTINA SIMMONS (573)526-8115
Enroliment l Apprﬂpriatenessl Employment Plan l Progress l Closures l
r— Eligible Enrolments
| DWD Eligibility | Referral System Programs. Ref Dt DCN ID
- .
= o I
u - [ Show Clos
m [ B L
I | Other Potential DWD Programs
verifyDate] | - | e
— | | = Dekete
< Enral | Lgreement |

r— Actual Enrolments

Program End Dt | Trade 2002
METP ABAWD - [ Oops!
W14 ADULT CORE 06/05/15 m
104 ADULT CAREER 07101115 r [ Show Clos..
WIDA Aduk 071515 r
-
-
[ External Counselor [ Recalled by Trade Affected Employer |{f"f8ave i 3¢ Cancel
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4. Double click in the Objective
field

5. Click on the drop down arrow
to display list of objectives

6. Choose METP Services

[=F Assessment
I:znm WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
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METP Education - -

METP Employment

METP Supportive Service (TRE)

7
7. Choose METP Supportive
Service (WRE) from the listing
8. Click the Select button
8
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File Edit Navigation Options Utility MO Ut ndow Help

Wi
PORBRAOAIVERESVIFRNG BEEGKSHE| « » @

[=F Aszessment
|:2m1 WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi

Assessment
2002 WIOA. Full Development of an

9. Click the Save button .
METP Services

METP Supportive Service (WRE)

Record: 11
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10. Service is now saved to the
employment plan

NOTE: This service must be closed
to request the payment

File Edit Mavigation Options Utility MO Ulility Window Help

PORBRAOAIVACS VSR BHSHKSB « » @

Assessment
2001 WIOA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
METP Services

Short Term goal-To become a truck driver L ) )
Long Term GoakOwn a trucking company METP Supportive Service (WRE)

Record: 11
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|£:| Toolbox 2 (Test) Powered by Oracle 114 EI

Qutcomes

File Edit Mavigation Options Utility
@@ﬁs@ﬁ@vﬂwj IFGHKSM « » @

b6-8115

T Duate List

(] oncomnbaraiay 1511 Emel9 =4 15 |

S Mok _’3_'_-0 ™ “_I_n_ Closed Semvice in Error = zment

I'_T"-—[ ,,' l . j—?‘;‘,,"; 4 |:2001 WIOA Comprehensive Assessmen
11. Double Click in the End Date EI—-H 20 N R N METZ;UE::ICE:Fun Development of an Indivi
f|6|d : % ,‘ iz, i- ,,,,,, D |—METF’ Supportive Service (WRE)
12. Choose the End Date (System ! s
will default to current date) 13 I_.» o | e ] —
13. Click the Ok button E =

14. Double click in the Outcome 1 | i
fleld \ ' W &l Task + Al Servicel Commerrtsl ﬁ \-’erificationl
15. Choose Completed

H End Date: Outcome: ) Status: Type:
16. Click the OK button Lf_l | f = Service| | 5 | -

Obectif== te]12131/15] Date Assigned Selection Ends
Servig rs:l I I
1o . Hourly Wage: L

== Add Task | ]

B =chedule | <3 Print Plan | 4 Hew Planl — DelPlan | 75 Save 1| X Cancel | $ Payment | ) MECH | TR |

[Record: 1/1 | | N | |<0sc> |
i
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17. End Date field is now
populated

18. Outcome field is now
populated

19. Click the Save button

File Edit Navigation Options Utility MO Utility Window Help

PORBLAORAIVACS2VIFARBEECKSE « » @

Assessment
|:2m1 WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
METP Services
L WETP Supportive Service (WRE)
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20. Click OK on the popup

File Edit Navigation Options Utility MO Utility Window Help

POBBRAAOAIVACSVEHBE BFSESKSE « v m

2

Assessment
tznm WIOA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi

METP Services
L METP Supportive Service (WRE)

=i

Record: 11

DWD Technical Training March 2016

Page 35



21. Enter the Amount of WRE
payment

22. Enter the Vendor from List of
Values

23. Enter the Expense from the List
of Values

24. Click the Ok button

| £:| Toolbox

2 (Test) Powered by Oracle 11g - Employment Plan

=N R =

File Edit Mavigation Options Utility MO Utility Window Help

POCABRAOMHIVABSVISIFEHEQ BRHCKSE « »m

@Emplo‘ymenl Plan - METP ABAWD (#H--6732) |

Enroliment ]Appmpriatenms Employment Planl

CHRISTINA SIMMONS (573)526-8115

Progress ] Closures ]

[ Show Closed Services | Show Closed Tasks EONotice] | Pianf 1 |of[ 1 | ‘| ’J

- Aszsessment

S |
ﬂ |:20l]1 WIOA Comprehensive Assessmen

End Date | outcome]|

2002 WIOA Full Development of an Indivi

Service:
I0#

= DelService | =+ METP Services
- L . i
Objective{METP Services | Start Datef12r31/15] METP Supportive Servics (WRE)
WMETP Supportive Service (WRE) | Hours:
Q rodfieas I—I == Ao Task
— Del Task 4] 21 o

== Add Service‘ Camitherts 7] erificatinn|

End Date{12/31/15| Outcome:|Complated

| == [l Service |

Objective! | Start Date{n1/06/15| Fayment —— yYe—"
TEUEE | Hours| [12312015 [1231/2015 [175.00
Jo# | HoulyWage:| | Vendor[MERSMISSOURI GOODWILL
Expense
K
EA scheduls | c3h Print Plan | o heve F‘Ian| — Del Plan | {5 Save | 3¢ Cancel | % Payment | 3 fECH TRA

Record: 11

... |List of Valu...

=05C=
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File Edit Navigation Options Utility MO Utility Window Help

PORBLAOAIVACSVIFREA BECKSE « > @M
i e e e —

tznm WIOA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi

METF Services

L METP Supportive Service (WRE)

METP Services
METP Supportive Service (WRE)

25. Click the Save button

123115

Transaction complete: 1 records applied and saved.
Record: 11 | | |
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26. Click the Ok button

|| Toolbox 2 (Test) Powered by Oracle11lg - Employment Plan
File Edit MNavigation Options Utility MO Utility Window Help

POEHBAAFORAIVERVIREG BIFECKSE® « » M

‘@ Employment Plan - METF ABAWD (##H3H-6732) | CHRISTINA SIMMONS (573)526-8115

Enroliment IApprupriateness Employment P\anl Progress I

[~ Show Closed Services | Show Closed Tasks EONetice] | Plan[ 1 |of 1 | <4 | >|

o]l O]

Closures I

Azsessment

T

End Date] | Outcome|

|:2001 WIOA Comprehensive Assessmen
2002 WIOA, Full Development of an Indivi

— Se""":el METF Services

Objective] METP Services

| Start Date]12/31/15|

Service: METP Supportive Service (WRE)

| Hnurs:I_

L METP Supportive Service (WRE)

JO#: Hourly Wage: I: Forms ll
Closures are permanent. Are you sure that you want to
continue? | _'I
End Date{12/31/15| Outcome]Complete: Cancel | erice| ) commerts| 4 Vertcation
Objective | start Date{01/08/15] | Shals il
je : e
Service: | Hours: I ;I I ;I
Jo# Hourly Wage: 26 Date Assigned Selection Ends
] L - = Add Task | |
== [el Tazk ;I
B schedule | 3 Print Plan | = New Planl — DelFlan | {% save | 3 Cancel | % Payment | G MECH | TRA |

Record: 11 | |

| |<osC=
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File Edit Navigation Options Utility MO Utility Window Help

POBBRAOAICACSVIFBRR BBHCHSE « v @

[=F Azzezzment
I:znm WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi

Short Term goak-To become a truck driver
Leng Term Goal-Own a trucking company

27 M ETP SU pportive Se I’Vice To become self sufficient and support family. Truck driving is in
(WRE) is now closed
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NOTE:A service note must be entered
each time you request a WRE payment

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Seeker Histories
File Edit Help
L

' o . - - - ——— e wr .
& YiNotes for Seeker - METP ABAWD (###-##-6732) |
See

CHRISTINA SIMMONS (573)526-8115

=N R

)

[EEEIETEE Exclude Background Check |
- Note Category: | | =7 Clear o 2od
Counselor: | -
l_ E'El Search = [elete
I_ ™+ Eai—
l_ Subject Counselor Fliwe-Up Dt
l_ I ARD GREE
/l— 12M8/M15|Customer Cont|Attempted Telephone Contact-Email Sent CHRISTINA SIMMONS
I_ [ |12/14/15|Supportive SerMETP TRE EDVWARD GREENSLIT
l_ [ 11425115 |Customer Cont|Telephone Contact-Individual Counseling CHRISTINA SIMMONS (1242315
l_ [ |10/02/15|Customer Cont{Telephene Contact CHRISTINA SIMMONS
l_ [ |09/0&15|Customer Cont[Telephone Contact-LIM CHRISTINA SIMMONS (1040815
l_ | |08/05/15 |Customer Cont|Telephone Contact CHRISTINA SIMMONS (090315
[ |07/15¢15|Customer Cont|Customer Contact CHRISTINA SIMMONS (07720015
[ |07/15¢15 | Customer Cont|WIOA Eligibility CHRISTINA SIMMONS
| |06/23415|Customer Cont| W14 IPhone Inguiry PAMELA DOSS
To participate in and complete training this participant needed tools. The participant is unable to obtain them on their own and there is no
other organization to obtain the tools from. Submitted a request for 3175 to purchase tools for this participant.
-1y Select & | L Deselect AII| g Print | fg) Clos=
|
Record: 11 <0SC>
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Enrolling into METP Funded Training

1. Locate and open the Job Seeker
record.

2. Choose the Employment Plan
icon

B

|£| Toolbox 2 (Test) Powered by Oracle 11g - Seeker

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAOAHAITCAGS2VIFRHQABESKSSE « »

@Seeker Screen - METP ABAWD(#HEHH-6732) |

Find Seeker Seeker Info lDas.Iub Trtle] Edu/Cert l Work Histury] Referrals l Core Enroll l Other ] Scratch Padl Sye Referrall Adv. Query

CHRISTINA SIMMONS (573)526-8115

[o] o)

— Name and Address Information

Mailing Address: Street Address:
IMETH | [aBawD [123 WETP Way |
Phone Numbers | |
Home:| Cell| [JEFFERSON CITY [c [ss101 [ [
Work] Other| Bad Address/  Homeless ¥ Email
r— Perzonal Information r— Seeker Status
Date of Birth:| 04/21/1985 Age: ¥ Searchable _ Status _ Date Last Update Wiorkkeys ID:
Emp ExchangefActive  |[12/10/15] 12010115 ’—EL
Gender| F I Share resume Case Management| Active Mext Appt: Time:

— ‘eteran Information

Vet Status:| | - None v || Transition: =

[ Recently Separated [served From| Served To |
[ Served in Campaign | | E

[ Print on Summary (Resume) | | .

Ul Ben Year Beg Dt{nactive | |

Dislocated Date: [ EB
Actual Enroliments

Next Task 12/23/15

Possible Enroliments

Job Contacts| METP ABAWD,WIA ADULT
App ID{11888475 |CORE,WIOA ADULT CAREER,
DCh 0053948512 [WIOA Adutt

| = Trainee I0¢#
[~ Service Ended by Disablility ==
Date Type of Service Employment Counselor .
Branch:| | || [12110/15]Job Search Activity EDWARD GREENSLIT i
Have you attended a TAP workshop Show Me Hernl_ 1211015 |Resume Assistance EDVWARD GREENSLIT
in the past 36 months?| < | _ 1142515 [WIA Followup CHRISTINA SIMMONS
Status Verified | 10/08H5 WA Followup CHRISTINA SIMMONS - |
Source: |ANTHONY SMITH | Partial Seeker
I Restricted [ S5N Discrepancy [ Deceased @ Wik Info | @ Save | ¥ Cancel
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3. Select Appropriateness tab

———— Sepiva

|£| Toolbox 2 (Test) P)
File Edit Mavigatio

by Oracle1lg - Employment Plan
ns Utility MO Utility Window Help

=N ECR ==

PORBTPOMRMITVAQSVEIRBE BECKSE « M

@Employmenl Plan - ABAWDI(FH-H-6732) | CHRISTINA SIMMONS (573)526-8115
Enroliment l Apprﬂpriatenessl Employment Plan l Progress l Closures l
r— Eligible Enrolments
| DWD Eligibility | Referral System Programs. Ref Dt DCN ID
- .
= o I
u - [ Show Clos
m [ B L
I | Other Potential DWD Programs
verifyDate] | - | e
— | | = Dekete
< Enral | Lgreement |

r— Actual Enrolments

Program End Dt | Trade 2002
METP ABAWD i [ Oops!
W14 ADULT CORE 06/05/15 m
104 ADULT CAREER 07101115 r [ Show Clos..
WIDA Aduk 071515 r
-
-
[ External Counselor [ Recalled by Trade Affected Employer |{f"f8ave i 3¢ Cancel
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NOTE: Answer the five questions.
All answers must be Yes

4. Is the customer unsuccessful
through intensive services and is
in need of training Services?
YES

Freeform example

Customer is unable to find employment
and is in need of training to make them
more marketable to employers

5. Has the customer explored
grant resources and requires
assistance beyond what is
available through those grant
resources? YES

Freeform example

Customer has been approved for a Pell
Grant however it does not cover all the
cost of training

L]

'@ Employment Plan - METP ABAWD (##-##-6732) | CHRISTINA SIMMONS (573)526-8115 Bl
Enroliment Appropriateness I Emplayment Plan l Progress l Closures l
General l

the customer unsuccessful through intensive services e - -]

and is in need of training services? —

-

Has the customer explored grant resources and reguires l—Ll .

»assistanoe beyond what is available through those grant =

resources? =

Doe=s an evaluation of the customers skills, abilities, and - =

Employment Plan indicate that they can complete training? =)

-

Is the training program linked to employment opporiunities. | ﬂ -

in the local area? —

-

Is the chosen training on the eligible provider list (If OJT, | ﬂ -

does the employer meet the requirements to receive WiA =

OJT funds)? -

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan El@
File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAAOMH IEVACSVIHEA BIFCKSE « »m

Training 3ervices mus

Completed Date: be added to plan by: Record quI ﬂﬂ + Acddd | @ Save | 3 cCancel
1] |

Record: 111 =08C=
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| ) fth | 2| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan EI@
6' DOGS an evaluation of the File Edit Mavigation Options Ulility MO Utility Window Help

customer’s skills, abilities, and POMBO SO ME Y SYSHRHEA BISCKS® « » M

Employment Plan indicate that @E | t Pl METP ABAWD (#6732 CHRISTINA SIMMOMS (573)526-8115 =
they can complete training? YES — - — B B
Enrolment Appropriateness l Employment Plan ] Progress l Closures l
Freeform example e |
WorkkeyS test scores indicate the Is the customer unsuccessful through intensive services ['ves | |customeris unable to find employment and is in need of training to -
customer has the skills and abilities to —e AL s e make them more marketable to emplayers =
Complete the training. Training isin Ha.s.the customer explnre_d grar!t resources and requires ves | |Customer has been approved for a Pell Grant however it does not Z
Iine Wlth What the CUStomer haS assstance?heyund what is available through those grant cover all the cost of training =
L. resources? hd
eXprESSEd as thelr IntereSt' Does an evaluation of the customers skills, abilties, and - “
Employment Plan indicate that they can complete training? ]
7. Is the training program linked . _ " =
L. R Is the training pregram linked to employment opportunities | ﬂ “
to employment opportunities in in the local area? =
the local area? YES » » - =2l
Is the chosen training on the eligible provider list (If OJT, | ﬂ -
does the employer meet the requirements to receive WILA =
Freeform example OJT funds)? -
The truck driving field is rated as A by
MERIC and is increasing by 17.41%

Training Services mus

Completed Date: be added to plan by: Record ufDI 4 | [ | = Add | {3’ Save | 3 Cancel 4|,j
»

1] |

Record: 11 =05C=
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8. Is the chosen training on the
eligible provider list (if OJT does
the employer meet the
requirements to receive WIA
OJT funds)? YES

Freeform example

State Fair Community College-Sedalia
is a WIOA approved school that has a 4
week truck driving program.

| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan
File Edit Mavigation Options Utility MO WHility Window Help

=N e (=

PORBRAOAIVACSVERFEA BIECKSE| « » I

Y Employment Plan - METP ABAWD (8##-#2-6732) |

Enroliment Appropriateness ‘ Employment Plan l Progress

General l

!

CHRISTIMNA SIMMONS (573)526-8115

Closures ]

|‘r’&s ﬂ

Iz the customer unsuccessful through intenzive services
and iz in need of training services?

Has the customer explored grant resources and reguires
assistance beyond what is available through those grant
resources?

Does an evaluation of the customers skills, abilities, and ves w
Employment Plan indicate that they can complete training?

Customer is unable to find employment and is in need of training to
make them mere marketable to employers

Customer has been approved for a Pell Grant however it does not
cover all the cost of training

VWorkkeys test scores indicate the customer has the skills and abities
to complete the training. Training is in line with what the customer has
expressed as their interest.

Is the training program linked to employment opportunities
in the local area¥

The truck driving field is rated as A by MERIC and is increasing by
17.41% |

Iz the chosen training on the eligible provider list (If OJT, | ﬂ
does the employer meet the requirements to receive WlA
OJT funds)?

Lol fe fled [v fLe 0o fLed|> fLel [

Training Services mus
Completed Date: be added to plan by:

J

Reourduflilﬂﬂ =+ Add

| 3 Cancel

| {E? Save

Record: 11 =03C=
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9. Double click in the Completed
Date field to populate the current
date

10. Click the Save button

1 [£: Toolbox 2 (Test) Powered by Cracle11g - Employment Plan

File Edit MNavigation Options Utility MO Utility Window

[ o]

Help

PORBALAOMIVARSVERFREEAG BECKSE « » M

'@Empl{)}'ment Plan - METP ABAWD (#-##-6732) |

CHRISTIMNA SIMMOMNS (573)526-8115

Enroliment Appropriateness ‘Empluyment Plan ] Progress ] Closures ]

General I
Iz the customer unsuccessful through intensive services ['ves v| [customeris unable to find employment and is in need of training to =
and is in need of training services? make them more marketable to employers —
-
S T R R TR LT EETLEES 1L TR LS ‘ves | |Customer has been approved for a Pell Grant however it does not =
assistance beyond what is available through those grant cover all the cost of training [
respurces? il
Does an evaluation of the customers skills, abilties, and ves _w| |Workkeys test scores indicate the customer has the skills and abilties il
Employment Plan indicate that they can complete training? to complete the training. Training is in line with what the customer has
ewnreeeed s their intereet j
Iz the training program linked to employment cpportunities |‘r’es ﬂ The truck driving field is rated as A by MERIC and is increasing by =
in the local area? 17.41% —
-
B3 ETIZEN T AT 02 e"g"_:"e LIIGEE (_IfO'IT' > | |State Fair Community College-Sedalia is a WIOA approved school that = |
does the employer meet the requirements to receive WlA has a 4 week truck driving program 1
OJT funds)? ’ -
Training Services mus
Completed Date: be added to plan by: Record qf 4| p < fod | @ Save ‘ 3 cancel
Record: 11 =03C=

DWD Technical Training March 2016

Page 46



11. Pop up appears after save
12. Click the Ok button

| £:| Toolbox 2 (Test) Powered by Oracle11lg - Employment Plan
File Edit Mawvigation Options Utility MO Utility Window Help

PORBAAOAITVARSVIFEEG BRCKSE « » @

@Employment Plan - METP ABAWD (##-#8-6732) | CHRISTINA SIMMONS (573)526-8115

o] o]

Enroliment Appropriateness l Employment Plan ] Progress l Closures l
General l
Is the customer unsuccessful through intensive services [ves »| |customeris unable to find employment and is in need of training to

and is in need of training services? make them more marketable to employers

Has the customer explored grant resources and reguires
assistance beyond what is available through those grant
resources?

ves | |Customer has been approved for a Pell Grant however it does not
cover all the cost of training

Does an evaluation of the customers skill Forms ﬂ mer has the skills and abilties
with what the customer has

Employment Plan indicate that they can ct
This record will be frozen! This record will only be good

Iz the training program linked to employme & for 90 days. Do you want to continue?

KIS [ KNNLS (KRN

-
in the local area? =
NG -

Is the chosen training on the eligible provieerrrmoor - - — R
ES State Fair Community College-Sedalia is a WI0A approved schoolthat =
does the employer meet the requirements to receive Wla ! - 24 week truc:ﬁ rivinggpragram ' me =
0JT funds)? ' -

Training Services mus

Completed Date:|01/29/16 | pe agded to pian by: |04/25/16] Record | 1)of| 1| 4| B| o Add | {%= save | 3¢ Cancel

Record: 1M1 =05C=

DWD Technical Training March 2016

Page 47



13. Select Employment Plan tab

File Edit Mavigation Options Uti

POBBA SO M

2=

13

AL BT VvEFRHE BECKS S « » @

Customer iz unable to find employment and is in need of training to
make them more marketable to employers

Customer has been approved for a Pell Grant however it does not
cover all the cost of training

Workkeys test scores indicate the customer has the skils and abilities
to complete the training. Training is in line with what the customer has

swnraaesd as their intarest

The truck driving field is rated as A by MERIC and is increasing by
17.41%

State Fair Community College-Sedalia is a WIOA approved school that
has a 4 week truck driving program.

Record: 11
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14. Double click in the Objective
field

15. Click on the drop down arrow
to display list of objectives

16. Choose METP Services

[=F Assessment
I:znm WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
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17. Choose METP Funded
Training from the listing
18. Click the Select button

ﬁsw-:es

By Objective l Service Tree l Key Word l Alphabeticallyl

Objective:| METP Services |

— Services / Activities
:
METP Employment
METP Supportive Service (TRE)
METP Supportive Service (WRE) —
METP-Funded Training <+ 17

—

— Service Definition

{}fy Select

| ’8 Close
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19. Choose the Save button

File Edit MNavigation Options Utility MO Utility Window Help

POABRRALAFOMAIVASSVIRFEEG BIEGKSE « » I

Aszsessment
2002 WIOA Full Development o

fan
L ]
[

METF Services
METP-Funded Training

[=F Assessment
I:zﬂm WIDA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
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20. METP Funded Training service
is now open. This service will stay
open until the participant
completes the training. This service
is closed like any other
employment plan service.

Complete the Progress Training Tab

21. Choose the Progress tab

| £ Toolbox 2 (Test) Powered by Oracle 11g - Employmen
File Edit Mavigation Options Utility MO Utility Wi

PCRBRAOH DA

@Employmenl Plan - METP ABAWD (#HH-H#-6732)
Enroliment l Appropriateness  Employment Plan

Progress ]

[ Show Closed Services | Show Closed Tasks EONotice] | Planj 1 |of 4 | )J

Clozures ]

o)l ]

CHRISTIMA SIMMONS (573)526-8115

—-Aszsessment

* Start Datel| 071515 Cbused:| | | | el |:ZDD1 Wi0A Comprehensive Assessmen
#ONet:|53-3032.00 |Truck Drivers, Heavy and Tractor-Trailer | 2002 WIOA Full Development of an Indivi
* Goal|short Term GoalTo become a truck driver "METP Services
Long Term Goal-Own a trucking company 20 = WETP-Funded Training
* Justification:| 7o pecome self suffcient and support family. Truck Driving is increasi
LMI 2% with expected job cpenings to be additional 10,000 in the next 2 years j
Objective]sssessment | Start Date{07/15/15 /| | N
Service: 2001 WIDA Comprehensive Assessl Hours: - —
10 # Hourly Wage: + Add Service‘ Cnmments| vl ‘v‘erification‘
= Add Tazk
Status: Type:
= Del Task P
— =l =l
End Date: Ot : Date Assigned Selection Ends
! = Hieeme | = Dl Service| |
Objective] Aszessment | Start Date{07/15015 ~
A scheduls ‘ C.E} Prirt Plan | = Hew F‘Ian| = Del Flan ‘ @ Save | 3 Cancel ‘ $ Payment | ) MECH | TRA, |

Explanation of the employment plan goal (FF)
Record: 111

=08C=
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£
Eile Edit Mavigation Options Uti

POBBRAOM |

b5

22. Choose Training Programs tab

Record: 1/1 | |
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23. Enter Actual Start Date
(current Date)

24. Choose school the participant
will be attending from the School
Name drop down (you can only
choose active schools)

avigation Options Utility MO Utility Window Help

BRAOHIDCAGSVvERBE BHECKSE « » @
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25. Choose the training program
from the Training Program drop
down

26. Choose type of certification

27. Enter projected completion date
into the Projected Completion
date field

File Edit Navigation Options Utility MO Utility Window Help

POMBEAAORIVASSVEIREBE BFGKS® « » M@

STATE FAIR COMMUNITY COLLEGE - SEDALLA-STATE FAIR COMMUNITY ... >

=

-
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File Edit Mavigation Options Utility MO Utili ndow Help

Wi
POHBLAAOMAIVERSVIRFAE BEEKS S « »m

STATE FAIR COMMUNITY COLLEGE - SEDALIA-STATE FAIR COMMUNTY ... =
490205-TRUCK DRIVING-CLASS A COL COURSE | CERTI FlCﬁlTELI

28. Choose Save button
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29. Progress Training Program
tab has been saved

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAODAIVATSVIRFE] BECKSA « v @

STATE FAIR COMMUNMTY COLLEGE - SEDALIA-STATE FAIR COMMUNITY ... =
490205-TRUCK DRIVING-CLASS A CDL COURSE ;I CERTI FICATE;l
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Ending METP Funded Training

1. Locate and open the Job Seeker
record.

2. Choose the Employment Plan
icon

B

|£| Toolbox 2 (Test) Powered by Oracle 11g - Seeker

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAOAHAITAGS2VIFRHQABECSKSSE « »

CHRISTINA SIMMONS (573)526-8115
Find Sesker Secker Info | Des JobTele | EduCert | WorkHistory | Referrais | CoreEnrol | Other | Scratch Pad | Sve Referral | Adv. Query

¥ Seeker Screen - METP ABAWD(#-##-6732) |

[o] =]

[ Recently Separated [served From| Served To |
[ Served in Campaign | | E

[ Print on Summary (Resume) | | .

Ppp ID:{ 11688479

DCN{p053948512 |WIOA Adult

CORE,WIOA ADULT CAREER,

— Mame and Address Information Wailing Address: Street Address:
meTH | [aBawD [123 METP waY |
Phone Numbers | |
Home:| Celt] [JEFFERSON CITY [uc fes101 [ [
Work] Otner| Bad Address| Homeless ¥ Emait|
r— Personal Information r— Seeker Status
Date of Birth 147211988 Age] 29 | 17| =earchable _ Status _ Date Last Update Workkeys ID:
- =i Emp Exchange{Active  |[12(1045 12110115
Gender:| F are resume Case Management|Active Mext Appt: Time:
— Veteran Information Ul Ben Year Beg Dt|nactive | | Next Task|12/23/15
Vet Status:|M - Mone - | Transition: - Dislocated Date: I EB
Actual Enroliments Possible Enrolments
Job Contacts| METP ABAWD, WA ADULT

| | = Trainee I0¢#
[~ Service Ended by Disablility ==
Date Type of Service Employment Counselor .
Eranch:| ﬂ 121015 |Job Search Activity EDVWARD GREENSLIT I
Have you attended a TAP workshop Show Me Hernl_ 12/10/15|Resume Assistance EDVWARD GREENSLIT
in the past 36 months?| < | _ 1142515 [WIA Followup CHRISTINA SIMMONS
Status Verified | 10/08H5 WA Followup CHRISTINA SIMMONS - |
Source: [ANTHONY SMITH | Partial Sesker |
I Restricted [ S5N Discrepancy [ Deceased @ Wik Info @ Save ¥ Cancel
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3. Select Employment Plan tab

P— Sepiva

| £ Toolbox 2 (Test) Powered by Oracle,
File Edit Mavigation Options Utili

PORBRAUA SO H

tility Window Help

=N ECR ==

ReSvIFEHE BECKSE « rm

@Employmenl Plan - METP ABAWD(#HSH -6732) | CHRISTINA SIMMONS (573)526-8115
Enroliment l Apprﬂpriatenessl Employment Plan l Progress l Closures l
r— Eligible Enrolments
| DWD Eligibility | Referral System Programs. Ref Dt DCN ID
- .
= o I
u - [ Show Clos
m [ B L
I | Other Potential DWD Programs
verifyDate] | - | e
— | | = Dekete
< Enral | Lgreement |

r— Actual Enrolments

Program End Dt | Trade 2002
METP ABAWD - [ Oops!
W14 ADULT CORE 06/05/15 m
104 ADULT CAREER 07101115 r [ Show Clos..
WIDA Aduk 071515 r
-
-
[ External Counselor [ Recalled by Trade Affected Employer |{f"f8ave i 3¢ Cancel
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4. Double Click in the End Date
field

5. Choose the End Date (System
will default to current date)

6. Click the Ok button

7. Double click in the Outcome
field

8. Choose Completed

9. Click the OK button

| £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan

[(=l[=]=]

MO Utility Window Help

Epemamasss ) (1§ O Qe vSHERABEECKSE « » @
_j_J March 016 u__.l A6 732) | CHRISTINA SIMMONS (573)526-8115
Sen Mot Tue |Wed Thu Fn Sa MoymentPd T 7 : L T
o) L Qutcomes x|
m— -~ EIEIEIE led Tasks |
]_[_. L] [_[_xc— 1" ¥ chi'ea Aszzessment
[_[_. s l_ » ,__ I i I:ZEIIJ'I WIOA Comprehensive Assessmen
[ ] n iz .il s |2s [ + {Outcome 2002 WIOA Full Development of an Indivi
{7 {28 {2 [ [0 i ‘Amme METP Services
[ | st | fsenice o L METP-Funded Training
d ]
VEmd] Br. | ’;moﬂj ‘l | _’I
—_— Outcome: * — | J 9 I : | = Add Servicel Commerrtsl = \-"erificatinnl
EIICE
Objective] Statis e
i 7 =l |
Service]
0 Date Assigned Selection Ends
= Add Task |
== Del Task ;I
B schedule | ﬁ Frint Flan | o New Planl = Del Flan | % Save | 3 cCancel | $ Payment | Gl MECH | TRA |

Start Date of the Employment plan

Record: 1/1 | | | <05C=
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File Edit Navigation Options Utility MO Utility Window Help

POEBBRALAFOMIVECSVIERNEGE BIECECKSE| « »m

tz-:m WI0A Comprehensive Assessmen
2002 WI0A Full Development of an Indivi

METP Services
L METP-Funded Training

10. End Date and Outcome fields
are now populated
11. Choose the Save button
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File Edit Mavigation Options Utility MO Utility Window Help

PORBRAOHIVACSVIRFEG BECKSB « v @M

Aszessment
2001 WIOA Comprehensive Assessmen
2002 WIOA Full Development of an Indivi
METP Services
L METP-Funded Training

12. Pop up appears after save
13. Choose the Ok button

METP Services
METP-Funded Training
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14. METP Funded Training service
is now closed

End training on Progress Training
Program Tab

15. Choose Progress tab

| £:| Toolbox 2 (Test) Powered by Qracle 11g - Employment Pla
File Edit Mavigation Options Utility MO Utility Wind

POBBRAAONAE DO

'@Employmenl Plan - METP ABAWD (##H##-6732) |

=3 E=R 5
SEFEBEO BEHECKSE « »m

CHRISTINA SIMMONS (573)526-8115

Enroliment ] Appropriateness  Employment Plan \ Progress ] Closures l
[~ Show Closed Services | Show Closed Tasks EONofice| | Pan 1 |of[ 1 | 4 ‘ U A "
—F Aszessmen
* Start Date:|g7/1515 Clused:| | | | = I:ZIJEI'I WIOA Comprehensive Azsessmen
*ONet|53303200 |Truck Drivers, Heavy and Tractor-Trailer | 2002 WIOA Full Development of an Indiv
* Goal|short Term GoakTe become a truck driver
Long Term Goal-Own a trucking company 14 #
® lustification:|To become self sufficient and support family. Truck Driving is increas!
LMl &% with expected job openings to be additional 10,000 in the next 2 years j
Objective] Assessment | Start Date{07/15/15 ! 4] | 13
Service: 2001 WIOA Comprehensive Assessl Hours: + =
/ . Add Service Cammernts Werification
Jo# Hourly Wage: | ‘ E7 ‘
I L] o Add Task
Status: Type:
== [el Tazk
—_— =l | =l
4 d Date Assigned Selection Ends
End Date: Outcome:| —— Service‘ |
Objective; Assessment | Start Date{07/15/15 -
B schedule | . Print Plan ‘ o New Plan| = Del Plan ‘ $ Payment | G MECH | TRA, ‘

Record: 11 =0SC=
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16. Choose Training Programs tab

Nz
File Edit Mavigation Options | 16

PORBRALON

5

Utility  Window Help

VERSVIEFRHE BECKSTE « » @

Record: 1/1 | |
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|£:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
File Edit Mavigation OQptions Utility MO Utility Window Help

POCABRAFOAIVACSVIFEG BEREEGKSE « » E
@Emplo‘;menl Plan - METP ABAWD (##-##-6732) | CHRISTIMNA SIMMOMNS (573)526-8115
Progress Evaluation Motes  Training Programs \ MEG Payrall

liema o cmeione | oune o | einia

" — jve Senvices l
e — WIOA Training Programs =
17. Enter date the participant ;:ﬂm N e e CoT e Certificates ]
'(;C)mpl(i:'t(e:d theltra_lnlnfg_] III‘(Ij the .| |Training Program: [430205 TRUCK DRIVING CLASS A |
ctual Completion fie - Find| %
18. If a certificate was obtained ,— —Trade Act Traming Programs —————————  [Cormoate 7
click checkbox for Certificate — e
Obtained : co
19. Double click in the Certificate rrainaTvoe: | I e
fleld raining Iype: ’ 2
Contact Name: -
20. Choose the type certificate the Contact Phone: | M
participant received A o Projected Compieton| 33,03/ | '
i Funded Amt: | | Find DK Cancel
21. Click Ok button e . — -

Refund Amt: [ Certificate Obtained /Z‘{ ;mate Degree V'I
|
- n 21
= Add Delete Show Completed
18 19

B

=0S5C=

@ Save | 3 Cancel

MM/DDMNYY
Record: 11
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| £+ Toolbox 2 (Test) Powered by Oracle11g - Employment Plan EI@
File Edit Mavigation Options Utility MO Utility Window Help

PORBLAOATI VARG BBHEECKSE « » M@
¥ Employment Plan - METP ABAWD###-##-6732) |  CHRISTINA SIMMONS (573)526-8115

Progress Evaluation Notes Training Programs | NEG Payroll | NEG Supportive Senvices | DWG Payroll | DWG Supportive Services |

.. — WIOA Training Programs

22. Enter date the participant :E:r”taéate S chool Name: | STATE FAR COMMUNITY COLLEGE - SEDALIA-STATE FAIR COMMUNITY .. x|

Z(\)mpklétéd theltrél_lnlnfg Ilr(]jthe .| |Training Program: |490205-TRUCK DRIVING-CLASS A COL COURSE x| JCERTIFICATE x|
ctual Completion fie

23. If a certificate was obtained

—
click checkbox for Certificate —
—

01/25/16

— Trade Act Training Programs

Obtained
24, Double click in the Certificate
field Training Type: | ~|
25. Choose the type certificate the Contact Name: |
participant received Contact Phone: @ ETPs
: A
26. Click Ok button sy * Projected Completion:[03102/15 Oniine Training |
27. Click Save button ' Actual Completion [EXIEINT
Pell Grant Amt: preton: [ ; Incumbent Worker |
Refund Amt: ¥ Certificate Obtained Associate Degree |
|cERTIFICATE
= 2o | — Delete | [ Show Completed

MIDDAYYY or MM/IDDMYY
Record: 11 =05C=
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